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Bid you state the problem properly?
Ave your assumptions things taken for granted, suppositions or
prasunptionat

Ave your assumptione sssentisl to the solution of the problem?
Are your ssmmptions reslistleally derived?

 Bearing on the Problem:

Are your facts things that agtually happened or ars true?

Pid you iist all pertinent faots?

Are your faets logioally srranged?

Pid you exclude facts whigh, although true, have little or no

besring on the problem?

L
£

Pid you exelude faects which are not valid?
214 you exelude "facts” which are actually essumptlons?

% plseussion:

&

B,

8.

Is your discussicn in sufficlent detail?
Poes 1t follow a logieal thought sequence?
Poen it eonsider the adventeges and disadvantages of the

varicus gourses of agtlon?
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4. Does it support your eonclusions and reccrmendations?
#. Does it include facts whioh should be included in paragraph 3?7
£. 1e it brief and to the polint?
g Doss it eontain irrelevant materiel?
$. Conplusions:
a. Ave your conclusious in sufficient detail?
. Do they follow a logieal thought sequence?
©. Do they consider the adventages sud dieadvantages of the various
sourses of action?
d. Do they support your disgussion and reccumendations?
#. Do they include facts which should be included in paragraph 37
£, Are they brief and to the pointt
g+ Do they coutain irvelevent uaterial?
6,

8. ‘mv your resormendations offer a clear opportunity for decision?

B. Do your recommendations derive logleally from your concluslons?

@. Ave your recamendations conplete?

4. Ave your reccumendations beyond the seope of the problen?

a. Did you include materisl in your recammendations which should
have besn presented eavlier in your study?

£. Did you unnecesseyily repsat discussion material in your action

recommendad?

»-VI-2
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7. Anneaes:

8. Is supporting but detailed informmtion plsced in an snmex?

®. mmmnﬁmwmmmu‘mmm,
rm,wmwwmefmmmr
8. Attachwents:

8. Are lmplementing attochuents (memorandwms, messages, and
direstives) included es attackments in final form for the sigoature
of the yroper autdhorityt |

b. Are the attachments referred to and idemtified in the RECOM-
MERDATIONS puregraph?

9. Gemersl;

&. Is the meaning of the words used clearsy

B. Are the sentemces too long and involved? A

. mmwu«ﬂzyfammm“mem
from paragraph to paragraph?

4. Ia each paragraph linited to one "thought™?

@. Dass sach parsgraph contain a toplc senteace!

f. Does the writing hove force’

& Is the level of abetractiom too high (use of words, sxasples,
~ sad quotations which 4o aot evoke concrete thoughts)?

B. Is the style consistent and casy to resd?
i. Ys proper zredit given for sources used?
4+ s spelling accurate? .
k. Esve the rales of punctustion been followed!
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